APPROVED 9/3/02

Automated Facsimile of SLR-105

State of Texas
Records Retention Schedule

Page 1 12/18/03

___ ORIGINAL SUBMISSION

2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
4. Records Series 5. Agency 7. RETENTION PERIOD 8. —— REPLACEMENT PAGE
Item # Item # 6. Records Series Title Agency Storage Total Sec 12. Remarks ___ ADDENDUM PAGE

506 - BUREAU OF EPIDEMIOLOGY

5572 TRAUMA REGISTRY (HOSPITAL) PM PM c
5575 TRAUMA REGISTRY (PRE-HOSPITAL) PM PM c

11 2079 INJURY STUDIES AND PRESENTATIONS 3 3 o
11 4845 TEXAS CITY HYDROFLUORIC ACID RELEASE AV+5 15 AV+20 c 98-501-239

HOSPITAL ABSTRACT FORM 1987
11 5585 HAZARDOUS SUBSTANCES EMERGENCY AV+1 4 AV+5 c PAPER, ELECTRONIC 96-501-208

EVENTS SURVEILLANCE
11 5587 KOPPERS SITE SPECIFIC SURVEILLANCE AV+3 17 AV+20 c PAPER, ELECTRONIC/98-501-240

PROJECT
11 5590 OAK PARK HEALTH SURVEY AV+2 18 AV+20 c PAPER, COMPUTER PRINT-OUT, MAPS 98-501-

242

11 5592 UNITED CREOSOTING SURVEILLANCE PROJECT AV+2 18 AV+20 c PAPER, ELECTRONIC/98-501-241
11 5503 SITE SPECIFIC FILES (FINAL) AV AV o
11 4842 ATSDR COOPERATIVE AGREEMENT WITH AC+2 AC+2 o ATSDR=AGENCY TOXIC SUBSTANCE & DISEASE

DEPARTMENT OF HUMAN RESOURCES REGISTRY AC=ENDING DATE OF AGREEMENT
1.1.006 3528 COMPLAINT FILES AC+2 AC+2 o AC=FINAL DISPOSITION OF COMPLAINT
1.1.007 3818 INJURY ADMINISTRATIVE CORRESPONDENCE 1 2 3 o
1.1.007 5576 CORRESPONDENCE, BIRTH DEFECTS 3 3 o
1.1.007 5577 CORRESPONDENCE, HEALTH RISK 3 3 o

ASSESSMENT AND TOXICOLOGY
1.1.007 5578 CORRESPONDENCE, TRAUMA REGISTRY 3 3 o
1.1.008 3736 INJURY DATA REQUESTS 1 1 o
1.1.008 4840 CORRESPONDENCE, GENERAL 1 1 o PAPER, ELECTRONIC

RETENTION CODES (Field 7)

* - All Audit Requirements

CE - Calendar Year End

Will Be Met FE - Fiscal Year End
AC - After Closed, Terminated, LA - Life of Asset
Completed, Expired, Settled MO - Months
AV - As Long As Administratively PM - Permanent
Valuable US - Until Superseded

MEDIUM CODES (Field 10)

P - Paper
M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

ARCHIVAL CODES (Field 9)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

O - Open Record
C- Confidential

SECURITY CODES (Field 8) VITAL CODES (Field 11)

Indicate with an X
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506 - BUREAU OF EPIDEMIOLOGY

1.1.020 5573 OPEN RECORDS REQUESTS (APPROVED) AC+1 AC+1 (o] P AC=DATE REQUEST IS FULFILLED
INJURY

1.1.021 5574 OPEN RECORDS REQUESTS (DENIED) INJURY AC+2 AC+2 (o] P AC=DATE OF DENIAL OF REQUEST

1.1.025 5580 POLICY AND PROCEDURES MANUAL-BIRTH US+3 US+3 (o] R (o] X BOTH PAPER AND ELECTRONIC RECORDS ARE
DEFECTS KEPT.

1.1.025 5594 RULES AND REGULATIONS, BIRTH DEFECTS US+3 US+3 (o] R P X

1.1.025 5595 RULES AND REGULATIONS, SCIENTIFIC US+3 US+3 (o] R P X
ADVISORY COMMITTEE

1.1.057 513 TRANSITORY INFORMATION AC AC (o] (o] PAPER, ELECTRONIC/AC=PURPOSE OF RECORD

HAS BEEN FULFILLED.

1.1.058 5579 MINUTES AND AGENDA, SCIENTIFIC ADVISORY PM PM (o] A P X
COMMITTEE

1.1.063 3845 INJURY STAFF MEETING MINUTES 1 1 (o] P

1.1.065 4836 ENVIRONMENTAL EPIDEMIOLOGY COMPLETED AV AV C P
QUESTIONNAIRES FROM INVESTIGATIONS

1.1.065 4846 EPIDEMIOLOGY ANENCEPHALY REGISTRY (1981- AV AV C E
CURRENT)

1.1.065 4847 CANCER CLUSTER INVESTIGATIONS AV AV C P

1.1.065 4848 OCCUPATIONAL DISEASE SURVEILLANCE (LEAD) AV AV C P ART 99.1, TITLE 25, TAC

1.1.065 4850 OCCUPATIONAL DISEASE SURVEILLANCE AV AV C P
(PESTICIDE POISONING)

1.1.065 4851 OCCUPATIONAL DISEASE SURVEILLANCE AV AV C P ART. 99.1, TITLE 25, TAC
(ASBESTOS-SILICOSIS)

1.1.065 4853 ENVIRONMENTAL & OCCUPATIONAL STUDIES, AV AV (o] P

RETENTION CODES (Field 7)

* - All Audit Requirements

Will Be Met

AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively

Valuable

INVESTIGATIONS, & CONSULTATIONS (FINAL
REPORT)

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

P - Paper

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other (Specify in Field 12)

MEDIUM CODES (Field 10)

ARCHIVAL CODES (Field 9)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

SECURITY CODES (Field 8)

O - Open Record

Indicate with an X

C- Confidential

VITAL CODES (Field 11)
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506 - BUREAU OF EPIDEMIOLOGY
1.1.065 4860 GENERAL SURVEILLANCE AV AV c P
1.1.065 4865 EPIDEMIOLOGY INVESTIGATION INDEX AV AV o P
1.1.065 5582 BIRTH DEFECT CLUSTER INVESTIGATIONS AND AV AV c o X PAPER AND ELECTRONIC RECORDS ARE KEPT.
REPORTS
1.1.065 5583 BIRTH DEFECT REGISTRY DATABASE AV AV c E X
1.1.065 5586 INJURY SURVEILLANCE (INTENTIONAL AND AV AV c o PAPER, ELECTRONIC
UNINTENTIONAL): SUBMERSION, SPINAL CORD,
TRAUMATIC BRAIN, TRAUMA REGISTRY PAPER
REPORTING FORMS
1.1.065 5588 LAKE LIVINGSTON QUESTIONNAIRE AV AV c o PAPER, ELECTRONIC
1.1.065 5589 NEURAL TUBE DEFECT SURVEILLANCE AV AV c P X
(CAMERON AND HIDALGO COUNTIES)
1.1.065 5591 SITE SPECIFIC FILES (RAW DATA) AV AV o P
1.1.069 5581 EMPLOYEE REPORTS, MONTHLY WORKLOAD 1 1 o P
MEASURES
1.2.010 2083 RECORDS DISPOSITION LOGS 1 19 20 o P
1.2.014 2085 INJURY RECORDS MANAGEMENT PROGRAM US+1 US+L o P
FILES
2.1 3009 Y2K PROBLEM-SOLVING DOCUMENTATION 6 6 o o PAPER, ELECTRONIC
3.1.001 514 APPLICATIONS FOR EMPLOYMENT - NOT HIRED 2 2 o P MAY CONTAIN CONFIDENTIAL INFORMATION
3.1.014 4843 EMPLOYMENT SELECTIONS (INCLUDES 2 2 o P X MAY CONTAIN SOME CONFIDENTIAL INFORMATION
INTERVIEWS NOTES & DOCUMENTATION OF
HIRING PROCESS)
3.1.019 265 PERFORMANCE JOURNALS 2 2 o P MAY CONTAIN SOME CONFIDENTIAL INFORMATION

SUCH AS MEDICAL INFORMATION, SOCIAL SECURITY
NUMBER, OR OTHER DATA PROTECTED BY THE
PRIVACY DOCTRINE.

RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
* - All Audit Requirements CE - Calendar Year End P - Paper A - Transfer to State O - Open Record Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded
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506 - BUREAU OF EPIDEMIOLOGY

3.1.020 45 PERSONNEL CORRECTIVE ACTION AC+5 AC+5 (¢] P MAY CONTAIN CONFIDENTIAL INFORMATION;
DOCUMENTATION/PERFORMANCE ADVISEMENT AC=TERMINATION OF CORRECTIVE ACTION
FORMS
3.3.026 4828 MANPOWER LISTS (STAFFING REPORTS) US+3 US+3 (¢] P
3.4.004 5016 OVERTIME AUTHORIZATION 2 2 (¢] P
3.4.006 4863 TIME CARDS AND TIME SHEETS 4 4 (¢] (¢] PAPER, ELECTRONIC; 40 TAC815.106(i)
3.4.007 4839 TIME OFF AND/OR SICK LEAVE REQUESTS FE+3 FE+3* (¢] (¢] PAPER, ELECTRONIC
5.1.001 2086 INJURY RFPS AND CONTRACTS AC+1 3 AC+4 o P X
5.3 3105 PROCUREMENT CARD PURCHASES FE+4 FE+4 (¢] P
SUPPORTING DOCUMENTATION
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
* - All Audit Requirements CE - Calendar Year End P - Paper A - Transfer to State O - Open Record Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded



